Code: 0000
FLSA: Non-Exempt

CITY OF DAHLONEGA, GEORGIA
CLASSIFICATION DESCRIPTION

CLASSIFICATION TITLE: EVENT COORDINATOR (DDA)/MAIN STREET

PURPOSE OF CLASSIFICATION

The purpose of this classification is to provide assistance to the Main Street/Downtown Development
Authority. It provides support with planning, booking, and coordinating events and public relations
tasks.

ESSENTIAL FUNCTIONS

The following duties are normal for this position. The omission of specific statements of the duties
does not exclude them from the classification if the work is similar, related, or a logical
assignment for this classification. Other duties may be required and assigned.

Assists the Main Street Manager and staff with the following:

e Establish and maintain relationships with downtown businesses, organizations, and event
planners

e Planning, booking, and coordinating indoor, outdoor and virtual events such as festivals,
concerts, conferences, weddings, birthdays, anniversaries, charity events, parties, sales
meetings, and trade shows

e Schedule and attend pre- and post-event meetings with event organizers

e Manage and maintain the schedule of all downtown events.

e Maintain an inventory of City-issued supplies used at events

e Update and manage website content as well as city social media sites

e Public Relations tasks such as press releases, promotion of special projects and events, and
distribution of electronic newsletters

ADDITIONALFUNCTIONS
Performs other related duties as required.
MINIMUMOQUALIFICATIONS

High school diploma or GED; education, training, and experience which provides the requisite
knowledge, skills, and abilities for this job.

PERFORMANCE APTITUDES

Data Utilization: Requires the ability to review, classify, categorize, prioritize, and/or analyze data.
Includes exercising discretion in determining data classification, and in referencing such analysis to
established standards for the purpose of recognizing actual or probable interactive effects and
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relationships.

Human Interaction: Requires the ability to provide guidance, assistance, and/or interpretation to
others regarding the application of procedures and standards to specific situations.

Equipment, Machinery. Tools, and Materials Utilization: Requires the ability to operate, maneuver
and/or control the actions of equipment, machinery, tools, and/or materials used in performing
essential functions.

Verbal Aptitude: Requires the ability to utilize a wide variety of reference and descriptive data and
information.

Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication, and
division; the ability to calculate decimals and percentages; the ability to utilize principles of fractions;
and the ability to interpret graphs.

Functional Reasoning: Requires the ability to carry out instructions furnished in written, oral, or
diagrammatic form. Involves semi-routine standardized work with some latitude for independent
judgment concerning choices of action.

Situational Reasoning: Requires the ability to exercise judgment, decisiveness and creativity in
situations involving a variety of generally predefined duties which are often characterized by frequent
change.

ADACOMPLIANCE

Physical Ability: Tasks require the regular and sustained performance of moderately physically
demanding work, typically involving some combination of climbing and balancing, stooping, kneeling,
crouching, and crawling, and that generally involves lifting, carrying, pushing, and/or pulling of
moderately heavy objects and materials (20-50 pounds).

Sensory Requirements: Some tasks require the ability to perceive and discriminate colors or shades of colors,
sounds, depth, texture, and visual cues or signals. Some tasks require the ability to communicate orally.

Environmental Factors: Performance of essential functions may require exposure to adverse
environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain, fumes,
temperature and noise extremes, heights, machinery, vibrations, traffic hazards, toxic agents,
animal/wildlife attacks, or animal bites.

The City of Dahlonega, Georgia is an Equal Opportunity Employer.In compliance with the Americans with
Disabilities Act, the City will provide reasonable accommodations to qualified individuals with
disabilities and encourages both prospective and current employees to discuss potential
accommodations with the employer.
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| understand the position description for my job and what is expected of me. | understand that this is
what | will be evaluated on. Further, | am able to meet the working conditions and physical
requirements as stated for the position that | hold or will hold.

Employee Signature Date
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